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ABSTRACT 

The junior high student will type postcards » personal 
announceaents, aenoranduss* personal notesy personal business 
letters, envelopes; and learn the parts of letters, letter styles, 
folding of letters, punctuetion rules, proofreading, and erasing in 
this course* The student will also learn to cospose at the 
typewriter. A prerequisite to this course is the ABC's of Typewriting 
and a pretest to be given to help the teacher to determine the 
student's placesent in the class* The behavioral objectives, an 
outline of the course content, learning activities and procedures, 
and evaluative instrusents (testing aethods) are discussed. Ten pages 
of resource naterials for student and teacher and an appendix of 
saaple t(>sts are included. (Author/BP) 
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II. COHBSI WniBBR— 7701.02 (New: 7763^02) 

uz* GouBSi jooRZPnoir 

i« Sjttopiii 

Th« jQBior high student will type peit eavdi, pereonal awunmce* 
MBtSi MMXNudiuiBi persoBal aotesi persoMl hueiaeis letters, 
eavelopes; and lenm the parts of letters, letter styles, 
folding of letters, punotnation rules, proofreading, and erasing, 
f he student will also loam to oeapose at the typewriter* 

B« Textbook 

O'le of the state adopted terkhooks for junior high school and/or 
one of the school's ohoosing* 

0* Occupational Relationships 

Clerical workers Secretaries 

Typists Stenographers 

Office receptionists Key-punch operators 

17. COURSE SHHOUJBBT OOUBLIHIS 

Prior Bzperienoes Heeded 

Students should have attained the ohjeotives of kBOa of Typewriting 
prior to enrcllaent in this course* 

B« Pretest 

This test should be used to detemine whether the student has 
attained the objectives of the preceding course and/or the 
objectives of this course. It should, therefore, help the teacher 
detexBine individual placesent within the class* 

V* GOORSB OF STinnr ferforxikcb objsctzvbs 

Upon successful completion of this coa?se, the student will be able 
to— 

1. center a problen of seven o:? nore lines both horisontally and 
vertically on a full or half sheet of paper; 

2* tabulate properly to align a given list of words in two ooluansi 

3* use a diotioaazy properly to determine word division, proper 
spelling, and word meaning in an original ocatposition of a ten* 
or acre-line paragraph; 

4* compose euod type a short, personal business letter in block or 
modified block style with mixed or open punctuation; 

3* type a return and main ad&-?ess on a small envelope, and insert 
the letter typed in Item 4 into this envelope; 
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V. QOmH OF STOIIil^.mgOSIUIOB OBJBCTIVBS, OontlauAd 

6* proufmd a typtd l«tt«» with errOM. in ptmetuatioi^ jMtd gsMnar 
•ad Idtatiiy all trrorsi 

7* idtatif^ at Itatt aiat parta of a Itttar on a glvaa diagvaa 
with fill-ia blaakai 

8. tTpt addraaata on 10 post oaxda from a givaa liat of aaaoa and 
addzaaaoas 

9« daaonatzata oomot araeiag taohaiqaaa; and 

10* typo piungzapfaa with ayllabio iataaaity of 1.2 to 1.4 at tha 
rate of 20 groas wozda a ainnta vith fiva or laaa arrora on a 
thraa^duute tlatd vritiag* 

vx* GonBas cosiBr; 

A. IqvipMnt and Suppliaa 



!• Baaio 


a. 


Typiair daak for aaoh piipilf 20^ x 40**; adjuatabla in 




haifibt 


b. 


Vypewritera— Manual or alaotrio 




Chair with bookraokf appropriate for typing poatura 


d. 


Taactbook(B) 


e. 


Demonatzation ataad and typewriter 


f. 


Paper 


g* 


StopNatoh with 60-Beoond aingle aaeep 


h. 


Oiotioaary 


i. 


Keyboard wall ohart 




Feature wall ohart 


k. 


Interval tiaer with bell 


2. Suppl«a«ntaz7 


a. 


Overhead projeotor, aereen, and appropriate aoetatea 


b. 


SDL Skill Builder, aoreen, and appropriate fi? netripa 




Typing book holdera 


d. 


Reoord player and rhytha reoorda 


<»• 


Videotape playback unit, videotapes, video aonitor, VTR 




table and listening stations 


f. 


Boaiaaaa letter wall ohart 


g* 


Manusoript aetup wall ohart 


h. 


Paoer or analyser 


1. 


Tape recorder, tapes correlated with textbook, AV table. 




and liateniag atation 



B. Pre-Typiag Activities 
1. Vorlr area arrangeaent 

a. Paper and needed supplies to left 

b. Book or problea to type on rij^t 

2« Typing drills (warB-«ip)---oheok posture of crtudenta 
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VI* COUBSI GOmRTf Oontiaued 



0* Tt^h&iquii R«vl«w 

1* Haadi writti and tlbow potiiion 
2. PMt poiltioB 
3* Sittiag position 
4* PiBgtr Naohti 
5* Syos on oopy 

B. Koyboard Review i 
1* Key looatiOB and proper finaering 

2* CoBbinationo of letters and/or ayabolB to sake other syabole 

8. Parte of Typewriter (Review) 

1. Ratohet release 

2. Variable line spacer 

3. Shift look 

4* Review of other taaohine parts 

F. Horisontal Centering 
1. Baokspaoe aethod 
2* NatheiHttioal Method 
3* Spread headings 

a. Vertical Centering 
1. Baokspaoe nsthod 
2* Nathenatioal aethod 
3. Reading position 

H. Five Basic Vord Bi^rision Rules (Review) 

!• Parte of Letters 



1. 


Heading (or letterhead and date line) 


2. 


Inside address 


3. 


Ittention line 


4. 


Salutation 


5. 


Subjeot line 


6. 


Bcdy 


7. 


Closing 


8. 


Company line 


9. 


Signature line 


10. 


Reference notation 


11. 


Enclosure 



J« Letter Styles 

1. Block (fall block in some sources) 

a. Xixed punctuation 

b. Open puncfeuaticn 
o« Ho indentions 

2. Modified block (blocked and seoi-blocked in soae sources) 
a* Mixed punctuation 

b* Open punctuation 

0. With and without indentions 
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vz* oooRsi oraiWf ocitttiBMd 

K« SmII Bavtlopet ud ?08t OavAt 
It Ratvn addrtis 
2* lai& addMM 

3* SptioUl BOiatioat (eorreat peataX eervlot regolatioaa) 
4* 2ZP BOBbtra 

5* , ZXP abbMviatiOBa for atates 
6*;^*fiiybLlBg latttra for wall aavalopaa 

♦ 

L« Omeotioaa 

!• TjplBC araatr 
2* Comotion l^ape 
3* Oorrtoti.on fluid 

4* Soft asaaar for earboaa (p«&oil typa) 

X« Proofraadlag 

1« PanetaatioB rulas 
2* Capitalliation mlea 
3* Proptr aaa of dlotionary 

!• Tiaed Nritiaga 

!• Ona and ivo oinatea .for skill building 
2« Throa aad fiva ainutes for teatiag 

VII. SOQCBSn]} FBOGISDEOIBS, SKlinSQISS, AN]) LBARHINQ AOnVIVISS 

Taaohiag Kathoda 

Tha aathoda bast suited for this oourso aro doaonstratioaoi audio- 
visnal yraatirtatioaai drillai projaot typiagi timed vritiags, aad 
parfozaaaoa aotivities. The taaohar may iaolude the followiag 
taOhaiqaea in planning oXaast aaall group, aad individual 
aetivitiea* Touch Tanking Paokages aoggast other aotivities* 

B« tfaxB-Up ])rilla-~to review pzavious keys, loosen finger musoles, 

aad enoouzage atudanta to begin work quiokly 

Tm OF IBXLL PBOGEDURS 

Conditioning Praotioe The assignaent is placed on the board 

at the beginning of olass. Each text 
provides sontenoes for drill before 
beginning a new lesson* These nay or 
may not be gx<aded, but should be 
oheoked to observe progress of the 
students* 

Alphabetic Seatenoe Sentences include 9^ letters of 

the alphabet should be given to detex^ 
mine letters that give the student the 
most trouble* Each text provides 
these sentences* 
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VIZ* suQCEsnn FtocnxnaBSf fnsikwsiM&t in) isiaRxvo agtzvitibsi oo&tin\Md 



BaUBO«d-Kftnd 



Qvided Hritines 



Urn Repetitive Pmetiee 



E* Project Typing 



0* SpttA Milt— to aid ia iaoieaeiag typing speed of the ttvdeate 

fn« OF SRZUL PaDGUXJRB 

BhjthB fiireot the studeate to begia typiag at 

a tloir rate* Ooatiaue to paoe the 
drill withia vaage of most of the 
8t«deatS| ooaotaatljr iaoreaaiag the 
•peed* 

The Btudeats type as the teaoaer 
diotatee ooe-, two-, or three-letter 
words. The studeats are direoted to 
use a ^ok stroke aad key release* 
Words asy he recorded oa tape for 
iadividaal drill* 

])iotate words in whioh the studeats 
use alternate hands to type the word* 
Siaaples if it is so she oay go 

Choose* guided writings from the text 
or sons whioh have been planned 
previously* Set an easy goal, then 
peroit the studeats to set their om 
goals* 

The teacher will ehoose oateriul froa 
the text with syllahio intensity of 
1,2 to 1*4<> Most authors reoooaiand 
three l-«iaute speed writings folloved 
by a 3-«iattto aoouracy writing* 

The teacher directs the students to retype 
flHkterial for relaforoeaent of learning 
or 'aproveaent in technique* This 
is especially helpful ia tabulations* 

The students are assigned a oertaia 
aaouat of laaterial for the entire week 
such as cards, announoeoents, and actes 
or letters* 



TOT OP ACTIVOT 
Ceateriag a Neaoraadua 



PROGSIXJRB 

Students are iastruoted to center 
saterial fr<»i rtages in the text. 
Review steps ia vertical ceateriag* 
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VIZ* SQCKOSnB 



I, SmnoHS, m USiRVnO ACfXVZVXSS, Coatlatud 



TXFI OF AOTZVITI 
Otnttriiff Ai iaacmt- 



Spstad Ctattri&g 



Bepoxt 



fypiag a Perseaal Voftt 



O^iag a Pcrsooal Hot« 
on Baronial Statioaozy 

(5-1/2x8-1/2) 



Bnvolopo Prtpaxation 



Polding Loiters 



T^pin^ Porooaal 
BusinoBS Letters 



Nessageff on Post Cards 



Studtttts an iBStmottd to oonter eaoh 
lino horiiontalljr la aa asaouaooiMat* 
Roviev itops la horisoatal ooatoriag* 

Zastroot the stadoats to ohoose 
oatorial froa a nevspaper or nagasiae 
aad «prtad«oeator* 

The teaoher provides stTuleats with a 
oor^ot one-page report to use as 
a BOdel* 

The studeats will ase half Sheets of 
paper aad hegia oae iach from the top* 
The teaoher will detersiae the aargias. 

lastruot the stadeats to hegin oa line 
10 and ettinate the oenter of the r%P«' 
to hegin typing the date. Then hegin 
the greeting five lines dona. Use a 
4-iaoh liae* 

Review the various eavelope sises* 
Paper oat to the standard envelope 
sises should be available for praotioe* 
The textbook and Toooh Typing Package 
27 have envelope typing prooedare* 

The students are inst rooted to fold 
the lower edge of the letter to within 
oae«half iaoh of the top, then fold 
froa ri£^t to left about ona-third the 
width of the sheet* Finally fold froa 
left to ri^t leaving a one-ixalf inch 
aargin* 

Select appropriate letters froa the 
text. Instruct the students on correct 
plaoeaent on paper. Have the studeats 
repeat a few of these letters with 
envelopes. The two basic letter styles 
and two types of punctuation should 
be ooveredt and letters with and with- 
out indentions are also recoomended* 

The students oay type on old oaxiis or 
paper oat to size (^-l/2 x 3-1/4)* 



ERIC 



VIZ. SUOOBSOD FBOdSDSISt SnUXStOBBS, AJH) mSSm AOTZVZTISS, Oontiawd 
TRV OF AOnVZfY raOGUXJBS 



ProofMadiag 



Xattmot the ctudtntt to typt 06a» 
ttuo««| and oapitaliM and punotuate 
iUtB oervtetlj they type. 

i roofreadlBg should he % part of every 
activity. The sttideats should exanine 
their voric daily for possible errors* 
The instraotor should infom the 
studentB whether to uaderliae or 
oirole errors* 



Srasiag The proper procedure is described in 

the text and should be explained by 
the teacher* Erasing should not be 
4 pemitted during this course* How- 

every students could raake correct ions 
ifith correotion tape or fluid if the 
teacher feels it desirable. 



vin* sTALQiTivs usmrnts 



▲* Tests 



Tests which acocspany the text or workbooks are availablOf and 
the teacher May uelect probleas fron aaterial previously 
presented or use teachex^^ade tests* 

inBN roRFOSS 

» * 

Pretest To dotemine student's eligibility 

for the course or placement within 
the course 



Centering Test To measure the student's ability to 

center material vertically and 
hcrisontally 

Vord Division Teat To determine if the student has 

developed the ability to divide words 
oorreotly at the ends of lines 

Letter Parts Test To detenine if the student can 

identify the various parks of a 
letter 

Tabulating Xeohanism To measure the student's ability to 

Drill operate the tabulating mechanism of 

the typewriter 



ERIC 



7 




raBPOSB 



7iMd tfritiaci 



To MftsoM th« Mon&t of opood and 
the docproo of aoouraoy that hat booa 
gitiaod bj tho otudoai on atxmi^t 
oopy aatorial 



Porfoxaaaoo Srill 



To Mftsuro the student* 6 al)llity to 
follov written and/or oral icetraotioas 
when typing letterst oorreoting, oto* 



Problon Typing 



To detozwine the effeotivenesa of the 
course ooateat that haa heen presented* 



B« Testing Intervals 

Testing oan be done throu^out the qpiiaaester, but it is suggested 
that Bost of the olaes tine should be spent is %otual typing of 
problens* ^ 

!• A pretest should be adMinistered at the beginning of the 
oourse to deteraine individual plaoenent within the course 
or if any students have already net the objectives of the 
course* Those students that have already met the objectives 
for this oourse should be aoved to a hifi^er level typing 
class (or oourse within this class)* 

The pretest should contain a 3-4tiaute tined writing (syllabic 
intensity of 1*2 to 1*4) and should Masure all the objectives 
of this oourse of study* A nazionui aaount of time should 
be allowed for ooapletion of problems, and the teaoher should 
not supply any aid during the testing period* 

2* At least one interim test should be given during the course* 
The interim test should measure the objectives covered in a 
unit or units of work* Since students will vary in their 
individual progress, the interim test might be administered 
several times} it is imperative that the teaoher develop 
several of these so that the same one is not used more than 
once* 

3* The posttest should be ewbDinistered during the last week of 
the (luinmester* It should be a parallel of the pretest and 
should therefore detexnine if the student has met the minimum 
objectives of this course* 

C* Grading 

Grading should be based on individual progress of eaoh student at 
his/her own level* However, minimum standards for the course are 
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VZZX* I?ALOiTIVB ZHSfBUXBlfSt Coatiftutd 

• * 

•stftblialMd in %f perfox«anot objtotivos* It it oonotivablo 
that « stvdtnt ooald sptad aore tbaa om qoiiuMsttr on this 
oottTM of vtTidjr iihllt anothtr vtudtnt oould spend 1«8S than oat 
qniuMttor on thia oourao of study and prootod to tho nazt 
ooorso of stndjr dwiag the saas quinaostor* 

S* RBSOURGBS fOR SfUlENTS 

Books 

llthols, Oorfcrud<i* Modem Tjpowriting Praotioe . 3rd ed* New 
York: Pitaaa Publishing Oospovation, 1962* 

Oook, Fred S«; Morrison, Phyllis C*; Tiytten, John N«; and 
Whale, Leslie J. °r*ffff fur^^?r R^fSH TTrfi*^ff- Vew Yorkt 
Oregg Division of NoQraw-aill Book Co., 1963* 

0' 

Ligouri, Prank S. Baaic Typewriter Opegatione«<-j*rincipleB and 
Probleas . Cinoinnati: Sonth-tfestem Publishing Co* , 1971* 

Lloyd, Alan C* You Lea« to Type . Hew York: Oregg Division of 
NoQraw-fiill Book Co* , 1966* (eleaentary level) 

Riohardson, Hina K* Type with One Hand . 2nd ed* Cinoinnati: 
South-tfesten Publishing Go* , 1971* 

Soott, Wesley S*{ Haailton, WiUiaa J.| and Bertsfeld, Arthur* 
Modem Baaio Type^ ^-ttaffi 2nd ed* New York: Pitman 
Publishing Corporation, I962* 

Stokes, Paul A* Today* a ^ YPjgfir 3th ed. Bethesda, Nd*: Global 
Publishing Co., Ino., I968* (paperbaok) 

Wanous, S. J. and Haggblade, Berle. Paraonal Typewriting for 
Junior High Sehoole . 2ad ed. Cinoinnati: South<4fe8tem 
Publishing Co., 1963* 

B. Drill Books, Workbooks, auid Practice Sets (Refer to catalogs for 
current issues.) 

One or acre of the workbooks that are correlated with the student 
textbooks are available from the respective publishing cMtpanies. 

Brendel, Leroy A. and Near, Doris. Punctuation Drills and 
Bxercisee . Mew York: Oregg Division of MoOxaw-fiill Book 
Co., 1970. 

Spelling Drills and Bxercises . New York: Oregg 
Division of MoGraw<4ill Book Co., 1964* 
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RISOnSOBS 90R STUJBBTSt Ootttinutd 

B« OriU Books, Workbooks, sad Praotioe Sets, Contiausd 

Brsadsl, Lsroy A. sad Lifflagirtll, Xlsis L. BntfliSh Ussss Bfills 
^grnlir*- ^^iks avge Oivislon of XoQrsv*€ill Book 
Co., 1908. 

Ferguson, Margaret inn and Halepa, Barbara H. Baaio Orsgg 

Tmlnff 1 Bfttfl^bn r o^*'^^* itart«4forkl>oek). Hew York: Oregg 
DiTision of XoOraw-^ill Book Co., I969. 

Fries, Albert C. «p<— «i Ai^AM t Qaraaga . Cinoinnatis 

Soath-Vestem Poblishliig Co. , 1963. 

GnAbs, Robert L. and Weaver, Oavid H. ^SOiiM&JssiSSSaSS^ 

£aUKll8ftf either eleotriO or aaaiaal edition. New Yorks Gregg 
Division of KoOxaii^iXl BoOk Co., 1972. (Way be need with 
Gregg paoesetterO 

Hansen, Beatrice E. Preageasiwi ■Pvniiur Snaed Praotioe, 3xd ed* 
New Yorks Gregg Division of MoGrow-fiill Book Co., 1968. 

Leviae, Bathan. fjpinse f<yy ffyfrYfflt- Hev Yorks Aroo Publishing 
Co., Zao., I971I (33 lessons) 

Llojd, Alaa C; Roue, John L.$ and Winger, Fred B. Typing Poser 
fidUftf 2ad ed. lew Yorks Gregg Division of NoQraw-fiill 
Book Co., 1963* 

Baaassy, Louis C. and Krevolin, Bathan. Tlffft^ Wy;^ tingB for 

Taan«fgBi«a . New Yorks Pitsan Publishing Corporation, 1963. 
(Priaarily for junior high sohools) 

Palaer, Harold 0. and Agnew, Allen N. fPripla^Controlled, Timad 
*fri'*iinfffl- Cinoianatis Soath-Westem Publishing Co., 1970. 

Rowe, John L. and Stier, Pabora. fPYPatrritimr Drillg for Saead 
fBfl AflglTftBTi 3rd ed. Hew Yorks Gregg Division of NoQraw- 
Hill Book Co., 1966. 

Short Course for the IBM Seleotrio Typewriter . Intematioaal 
Business Ma^hiass Corp., 1963. 

Thoapeen, Jases M. Typewritinig Tised Writings with Seleoted 
Drills . 3rd ed. Ginoinnatis South<4re8tezn Publishing Co., 
1968. 

Wanous, S, J. Statistioal Typing with Tabulation Problems . 2nd 
ed. Ginoinnatis South-Westem Publishing Co., 1936. 
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2ISO0RGES FOB Co&tinmd 

B. Brill Books, Iforkbooki, and Praotloe Sote, OontinvMd 

Wiagtr, Frod B. and Voavvr, David H* Qrogg Tailoyd giaiaaa 
(•lootrio or aaaval adit ions). Nair Yorkt Orogg Bivition 
of NoOraw-Hill Book Co., 1971* (Naj be used witb Grogg 
paooMttor.) 

C. Reftrenoe Kaavals (in addition to dictionaries and enoyolopedias) 

Atl»>aviAtii>ii« toT Uaa with ZIP Codaa, United States Pofftal 
Servioe, Vashington, B. C«, I967. 

Boo^^erty, Margaret N. ; atsgerald, Julia E.f and Bolander, 

BonaXd 0. Instant Si»Uiiig 3)ittfcion.iy... 3rd ed. Nundelein, 
Illinois: Career Institute, 1967. 

giaatf>ia ff^ij^ TTPABff Vev York: Undenrood Corp. 

Qavin, Ruth S. and Sabin, Hilliaa A* Reference Manual for 

Stenograph ers and Typiate . 4th ed. Gregg Bivision of NoQraw- 
Hill nook Co., i970' 

Guide for Typing Te? ^ Pitrmr^a ^nA Reports^ A . (11 pp.— 750; 
No. T-4; Teaching Aids Inoorpoxated, Post Office Box 3527, 
Long Beadh, CA 9O803. 

House, Clifford R. and Koebele, ApoUcnia M. j^/kft^mtuk na.'n ^^ 
for Office Personnel ^ 5th ed. Cincinnati: South-Western 
Publishing Co., 1970. 

House, Clifford R. and Skuroir, Samoel. Typewriting Style Manual , 
(correlated with 20th Century Typewrtting . 9th ed. ) 
Cincinnati: Scuth-Wostem Publishing Co., I968. 

How to Spell It . Sperry Rand Corporation, 1340 West Flagler 
Street, Miaai, Florida, 1967* 

Leslie, Louis A. 20.000 Words . 6th ed. New York: Gregg Bivision 
of McGraw-Hill Book Co., I97I. 

Silverthom, J. E. and Perry, Bevem J. Wor^ Bivision Manual . 
2nd ed. Cincinnati: South-Vestem Publishing Co., I97O. 

Tips to Typists, Snith-Corona, 3850 Bi&cayne Boulevard, Niaoi. 
1967. 

25 Typing Shortcuts . Sperry Rand Corpcrationv 1340 West Flagler 
Street, Miaioi, 1967. 
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RBSOUR08S fOR STUIfaiTSi Contisoid 



9* X<«amliig Aotivity Paolcagee 

Thirtj^wo TWflh TYnlnfT <Mdia paokagts ars availalile from Ttxt~ 
^ook Services ef Bade County Public Schools (1971). Tlie follOMing 
paokages are appropriate for this course: 



llS-MP-1 
llS-IIP-2 
l]5-IIP-3 
llS-llP-4 
IIS-NP-^ 
llS-«P-6 

llS-MP-7 

llS-NP-d 

IIS-MP-^ 

11S-1IP~10 

11S-4IP-.11 

11S-4IP-12 

llS-MP-13 

IIS-XP-U 

lliS-lfP..13 

llS-NP-16 

llS-NP-l? 
llS-XP-18 

llS-IIP-19 
llS-IIP-20 
llS-ffP-21 
llS-IIP-22 
11S-4IP-23 

11S-4CP-24 
llS-ilP-25 
llS-«>-26 
1IS-1IP~27 



PRBPARINQ TO 

S, H, USFF SHIFT 

1, T, F9SRI0D 
BBINFORCSHBNT 

C, RIOHT SHIFT 
R, 0, Z 

RBIKFORCSNBKT AND BASIC TABOUTION 

p, V, com 

V, B, QUESTION N&RK 
8 AND 1 

APOSTROPHE, EXCUMATION POINT, 4 

2, 7t IX>UAR SIGN 
QUOTATION N&HKS, 6, AXFBHS&NI) 
UNlERSCOHiP., 3, 9 

NUXBBR OR POmn) SION, I£FT PARBNTHBSIS, AND ZSRO 

FIVE, RIGBiT PASBVTOBSIS, HYPHEN 

PERCENT, ASTBRISIC, DIAGONAL 

COLON, ONK-EALP, GENT 

ONE-£X)inn!l, RBVISN 

HORIZONTAL AND VERTIGAL CENTERING 

PAGE LINE OAUQS 

WORD DIVISION 

VARIATION S IN G ENITORINQ 

PARTS OP USTTBRS 

CARBON COPIES AND SXILL ENVELOPES 



£• Videotapes 

Videotapes (one-half hour each) correlated with the above leaxsii^ 
package 8 are available from the Departaent of Media Services, 
Dade County Public Schools (1971). 

F. Audiotapes (reel-to-reel and cassette) and Records 

Classrooa teachers should prepare additional tapes to assist 
individual students* 



Class National Publishers, Inc., has 74 tapes that teach the 
entire first year of typewriting (148 lessons) | 3->inoh reels 
or cassettes* Stock #116700, $662*30{ first senester only, 
1368* 15, 3823 Bunker Bill Road, Brentwood, Xaxyland 20722. 
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RBSOURGIS POR SfUXBSTS, Gontinosd 

F* Aullortapes aad Records, ContiSMd 

Ki^iofcl Typing ^ Set 99t 20-50 vpa* Hew 7ork< Blotaiion Oiso Co* 

Mnatflai Tv ftlr^ (mtiag arxnB«Bnents}, 20 to 30 vpm; four 

45-rpm veooxds, I4«o0 (Set 99) • TeaohiagAldt Xnoorpozated, 
Poet Offloe Bos 3527 f Long Beaoh, Gi 90803. 

ReflQgAa feg Qgeag Ihmlng. 191 Seyiea-iCeyboagd Dyilla and 

SSiSSilSl* Boxep 1^ (eaoh has 5 records}, 124 eaoh; oonplete 
set with filflistrip gaide, Sd6«50. Hew York: Oregg Division 
of NoQvaw-Hill Book Cottpany. 

BhvthM Satj lg«60 Seriee s 33 l/3 rpm. Set 1 (6 records) » 128; 
Set 2 (6 records), 128; oonplete set, 1 51* Hew Tork: Oregg 
Bivisioa of NcOraw-Cill Book Co* 

mw^ini, Panmirt to^ «^ml»xr HnnftWOT^V. T-8OO, 43 rpB, 6 Slin. HOW 

Toxk: Dictation Disc Co* 

Tvoinxr Tmpg<wiaaant Tanea (reels Or cassettes)* Ten 13HBinute 
lessons for teachers or advanced students* Set Ho* T«47, 
$22*30* Tape 1— Knowing Tonr Typewriter, Parts I and II; 
tape 2*->Xaproving Typing Technique, and Plan Your Work; 
tape 3— 4rork Your Plan, Parts I and II; tape 4'— Tricks of 
Typing, and Stencil Cutting; tape 3*-^orreoting Mistakes, 
and Typewriter Care* Teaching Aids Incorporated, Post Office 
Box 3327t I'OBg Beach, GA 90803* 

Wood, Merle* Taneg for Tiaed Writings . Instructions and inter- 
vals are recorded* Bach tape is 110 or oonplete set, 140* 
Western Tape, Box 69, 2273 Old Kiddlefield Way, Mountain 
View, CA 94040* 

Tape 1—36 onenninttte tinings 

Tape 2-- 22 twonainnte timings 

Tape 3-— 16 three-ninute timings 

Tape 4—10 fivcHBinate timings 

Tape 3—1$ 2, smd 3-ainute timings 

G. Periodicals 

Office Girls* Workshop , Portfolios 1 and 2* Waterford: Bureau 
of Business Practice, Inc*, 1964* 

RBSOURCSS POR mCHSRS 

A* Books 

Teacher's editions, manuals, test hooklets, and/or solutions for 
most of the books listed in Resources for Students are available 
from the publishers* 
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RESOURCES fOR BlOHERSt Contimwd 
Books, Coatinnod 

OouflM, Llojd V«t Blaaford, Jaats T.$ and Indorson, Ruth I* 
Teaching Buoiaogs SiibjootB. ^th od* Baglovood Cllffst 
Preatioo-eall, Zae«, 19^8. 

Qnidtt to u nain^m* Edttcatioa ia yiorida Sohools , 1— ^nllotia ^Z• 
TallaluiMoos Stato Separtaoat of Kduootloa, 1967* 

Kvtvolla, lathaa. Art Typiag , roYisod ed« lew Yoxkt Pltaaa 
Pabliflhiag Corpoxatloa, 1963. 

Lam1», Karloa R* Tear Firert Year of Teaohiag Typevritipg , 2nd 
od. Claoiaaatis 3oath«4f«stoxtt Pvibllshxag co. , 19^9* 

Ligaori, Frank S* Baeio Typowxltia^r Optratioae— Priaoiples aad 
££fiUfitf* Ciaoianatis Sovth-Nestom Pabliahiag Co., 1963* 

Rase, Clareaoe. BnaiaftflB Bdtioatioa ia the Jtuaior Hi/th SohooI » 
Ronograph 1137 Ciaoiaaatlt Soath«4(e8t6ni Pablishiag Co., 
1965. 

Roblasoa, Jerry If. Pgaotieaa and Preferenoes ia Teachiaf^ 
fvpe^rritiag , Ciaoinaatit South-He fltera Publishiag Co., 
1969. 

Russoa, Allien R. aad Wantms, S.J. Philosophy aad Pgrohologg 
of Teaohing gypewriting . 2nd ed. Ciaoinnati: SouthHionera 
Puhliahing Co., 1972. 

Heert, Leonard J. AomiiBitioa of Typenriting Skills . New Yorki 
Pitaem Publishing Corp., 19^9* 

White, Jane F. euad Shaak, Braoe C. Teaohing Typewriting . 
Portland: J. Weston Waloh, 1964* 

Yearbook. Contributions of Researoh to Business Education . 

Washington, B. C.t Rational Business Bdiwation Association, 
1971. Pages 17-27* 

B. Periodicals 

Balance Sheet. The . Cincinnati: Scuth'-Westem Publishing Co. 
Xoathly, October through Ray. 

Business Education Forua . Washington, B. C.t Rational Business 
Education Association. Published acnthljr, October through May. 

Business Education World . New York: Gregg Division of XoQraw- 
Hill Book Co. Five publishings each school year. 



X* BISOUBCBS f CiOBEBS| ContinTied 
B* P«rlodio*X8| Castixned 

Joynal tf f ^dnoatioB . East Stroudsburg, Pa«: Robert 

f C. Trithaifay* Xontblyi October tbrough Hay* 

T i TDe w rJ^tinf Hews . Cinclxmati: Soatb^festem PubllBbing Co* 
Seai-€umaal. 

C* hta,raing Activity Packages 

A teacher package with cuesi evaltiatin^ instrufflents, and solutions 
to acconpaxgr the student packages is available fron Textbook 
Services, 2)Bde County Publio Schools. 

0. Tests 

CooMrcially prepared tests correlated with textbooks are available 
froa Bost publishers. 

Saith-Coronai Inc., 7OI Saet Vashiagton Street, Syracuse, HY 
13201, has tests on the Parts of BuBiness Letters and 
Syllabioation . 

Typewriting Tests . Two sets (W-1 and of 12 timed writings 
each (30 copies of each writing). Average syllabic intensity 
is 1.5~-froa easy to difficult. Teaching lids Incorporated, 
Post Office Box 3527i I««ag Beach, GA 9O803. 

TYT^'VT Pr ^ti^ion Test Booklet . (20 tests; 4O0). Hew York: 
Oregg Division of XoQrav-Hill Book Conpany. 

E • Transpareneie s 

Callahan, Lois A. Kevs to Typewriting * Color, (alphabetic and 
nuaeric keyboard; 5-10 days of beginning or refresher course), 
total I34»50. Vestem Tape, Bex 69, 2273 Old Middlefield 
Vay, Xountain View, CA 94040. 

Eriokson, Lawrence. Hand Positiona. Set No. T-A (110). Teaching 
Aids Incorporated, Post Office Box 3527 1 Long Beach, GA 90603. 

Gregg Typing Transparency Library (requires Plipatran viewer 
stage-i7.25). Total, $373. Hew York: Gregg Division of 
NoGraw-fiill Book Co. 

Voluae 1, Keyboard (Alphabet) I 57*50 

Volune 2, Keyboard (Huobers and Synbcls) 57*50 
Voluae 3, Tabulations 57*50 

Transpareaoies . Machine Hanipulation ( 25 visuals) , Learning the 
Keyboard (23 visuals), Basic Typewriting Operations (25 
visuals), and Special Applications (25 visuals), with plastic 
adapter and teacher* s aonual. Cincinnati: South-Vestem 
Publishing Co. (Split-stick mounted, $153. 75 f spring mounted 
with wall racks, $275) 
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8ISOUB0BS FOB niG8IRS| Contianad 

£« TvaaapareaeiOB, Continued 

TTffiBff rHBlVMltflTir (20 visaals) It inclttdts letter iftyles and 
rone and proofMading. Color. Bnfield*B| 3N Bueineee 
Syeteas, 4000 30 Aveaoe, Xiani, Florida (633-153X). 

SsBjUBftXlfiiafiUSft ( ^ visuals) Use as an aid in promoting efficiency 
and productivity* Color. Enfield's 3N Bueiness Systene, 4000 
H. H. 30 Avenue, Kiaoi, Florida (633-133X). 

Western Publishing Eduoatiosal Services, 1220 Mound Avenue, 
Raoine, HI 33404, has an assortaent of typewriting trans- 
parencies including the following: 

J8-779 throng Jd-Td^-oVarious types of letters Voverlays 
J8-789 through J8-791-~^7P08 of punctuation in letters, 
with overlays 

Jd~793 and J8^794-^olding for largt and saall envelopesf 
with overliys 

F. Charts and Fosters 

Business Teachers Guide, Poster Visual Aids, Dept. M., P. 0. 
Booc lU, CoBMay, irc 03818s 
Typing Bo's 

Personality. UAI 

Eraser Conpany, Inc., 701 East Washington Street, Syracuse, NT 
10013, has a bulletin board ohart on all types of envelopes. 

Finger Dexterity Brills . Hartfords Sohool Bepartoent, Royal 
Ofzloe Typewriters, Division of Litton Industries. 

Picture Posters and Wall Charts for Oregg Typing . New York: 
Gregg Division of KoGrai^ill Book Co. 

CoBbination wall ohart and projection screen (124.30) 
Iiette]>-8tyle aeries— 6 posters (I24.30) 
PersonulHue series— -6 posters (I24.30) 

Teaching Aids X^.oorporated, Post Office Box 3327, Long Beach, 
OA 90603. Two-color charts: 

Set No. T-1, S20, 3 letter style charts, 23 by 38 inches; 

includes folding of letter and typing of envelope 
Set No. T-2, SI3, 3 behavioz^pattem cartoons, 19 by 23 inohes 
Set No. T<-4, SI3, 3 technique cartoons, I9 by 23 inches 
Set No. T-6, 16, one hand-position ohart, 23 by 38 inches; 

several sketches 
Set No. T-7« S3i keyboard ohart for manual typewriter, 23 by 

38 inches 

Set No. T-8, $3, IBM Seleotrio keyboard with sinolated key- 
punch, 23 by 38 inohes (can be adapted for any electric 
keyboard) 
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fiSSOURQBS 90R S4CHESBS« Contiiiaid 



?• Charts and Postsrsi Contiuaed 

Typeitritiii ^ r*TT*Tr1 Ciaeiax»tls SOQ.tli-irsstsx& PubllAing 

G« 7ilBB aad FllMStrips 

Creg^ Division of XoGraw>Hill Book Co.s 

yiWrips for QfQgg Typing (SSL) by Reiter and LlOTd-^ 
Koyboaxd Reiaforoeasnt Set, $33 
Manual Typewriter Skill Developaent Set, l33 
Sleotrio Typewriter Skill Oevelopnent Set, $33 

BUL Tvning geybea»d Intrednotion. $33 

gPL Ihmlnir Skill PeimloMWint. $87 

1 ■' 

Set lo. 1, set of 6 sound filaetrips and 3 records, $63j 
How typing is Leamed-»and Uhy; Getting the Typewriter 
Ready, Parts 1 and 2; Better Postxve; Better Typing} 
Fnadaaental Typing Habits; Reaedial Typing Teohniquss. 

Set Ho* 2, set of 8 filastrips aad 4 rsoords, $112s 

Basio Tabulation Typing, Basio Xamisoript Typing, Basio 
Letter Typing*— Parts 1 aad 2, Basio Poms Typing, Basio 
Display Typing (Principles and Pattens, Methods aad 
Shortouts— Parts 1 aad 2}« 

Fron: School Squipaent Distributors, 319 Monroe Street, 

MontgOMry, AL 36104. 

IBM Selectgic. The , l6Ba, 8 ain., color, sound. Instructional 
Materials Catalog, Dade County Schools, Ho* I-O3496. 

Right Tow?h . 16 aa, 18 minutes, color, sound. Instruotional 
Materials Catalog, Dade County Schools, Ho. 1>-13131. 

Sterling Educational Filas, Inc., 241 Sast 34 Street, Hew York, 
Mew York 10016, hast 

First Step Taming (Beginning Typing) , l6Ba, 12 ainutes, color, 
1968. 

Posture and the Keyboard . 16aa, 14 ainutes, color, 1968. 
Reaedial Typing . 16aa. 11 ainutes, 1968. 

«PYp-^*Y^ «y^«yVi«^<q^^ (1), i6an, 12 ainutes, color, 1968. Includes 
oorreotions, carbon copies, envelopes, re«^lignaent. 

Typing T^ ****|^|t^*7 (2), 16 aa, 12 ainutes, color, 1968. Includes 
use of electric typewriter, space bar and tab bar, setting 
aasgins, the bell, and other nanipulativd parts; nnabers. 



% 
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RBSOURCBS FOR mOHSRS, CoatinMd 

H. Bulletin Boftxdt 

Bnllatm Bcft» A lAaaa^^ffypawiting (I96I) and Btill|tiyi Boaid ld>>a 
for BitfiMM Claims. 1965 Ulue through 1970) §SS^^SS1* 
D«lta PI BpiilOB, Univtrtity of Korthom Coloxmdo, Qrttloj, 
Colox«do* (ll*!)0 oaoh) 

Denar, Thadys J. axtd White, Jano F. 200 Vigqal f^^^^tuff 
PortUnds a. Weston Walch, 1961. 

I. Other Aid* 

▲rtietio Typing Headq:uarter8, 4006 Garliale Avenue, Baltimore, 
ND 21216, haa Typewriter Kyetery Qaiiee , Art Typing , and 
Deal-a«Orade> 

Proof read-i"|[ g-g«f^iw. Holyoke, Xassaohusettst National Blank 
Book Ceapany. 

Proofreading Kxeroieee. Mew lorkt Lever Brothers Coapany. 

Teaohing-leaming aids that are available fro« 3outh-<kfeetem 
Publishing Coapany and Gregg Division of MoOraw^ill Book Coapc^ny: 

Certifioates of oredit and profioienoy 
Award pins and oharas 
Progress oharts 
Rolls of hOiior 
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FUNS&NENTAL SKILU !EBST 

P4i«<jtionM Writt in th« spaot provided the iiowl(i) that best complete 
the following stateaente. 

1* Vhe space bar should be hit with the 



2. strokes equals one word in typewriting. 

spaoes are in a horizontal inoh of pioa type. 
^* — — _ "paces are in a vertical inoh of pioa type. 
^* ___ Bp&oes are across a sheet of typing paper on a piod naohine, 

6. How nany spaces to the left of center of the paper should the left 
aargin be set for a 70 space line? • 

7. How oasy blank lines are between two lines of sin^e-spaced copy? 



8. How naay blank lines are there between two lines of double-spaced 
copy? 

9. Paragraphs are nomally indented spaces. 

spaces are across a sheet of typing paper using an elite 

machine. 



mCHZBB P4RTS fSST 

^- The holds that part of the paper shonn above the 

line of writing a^inst the cylinder. 

2* The _________ is used to adjust the typewriter for single, 

doable, or triple spacing. 

^- T*** ______ supports the paper after it is in place. 

4- guides the left edge of the paper as it is 

inserted in the typewriter* 

5* Til* __^____ ia used to twirl the paper into the type- 
writer. 
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Oirtotiontt Cent«r the 4itteune«iMiit vtrtioally on » toXf-^hMt of pftpor* 
Contor oaoh lino horisontally* 

mOBQ NiCHIHB U:SSONS 

WILLBBOIVSSf 

TO TSa IITEEBIBBUTS AND SBHZOR OIRLS 
OF OSB ST. PAUIi SUNMY SCEOOIi 

aBaiwiHQ xkRCE II, 197- 

Birootionst Type this annooneeaent on five post oardo and addreea thtB 
to five of yoar friendu* 

(Paper will be supplied by the instraotor, out to siae) 
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